Quick Guide YPPS Online Custom Order Process Yale

This guide will allow you to order unique items not found in our standard catalog.

1 | Custom Order selection (Order Form)
a. Select Custom Order from the top navigation pane.

Use this ordering method when the standard catalog products do not match your print ordering needs.
The electronic order form will present you with a series of questions where you can enter specific details about your print request.
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Enter a New Order

b. Select 0013-Custom Order-Multi Part Form from the drop-down list of options provided.
This form can be used to handle several print job requests at once.

c. Then enter a required Job Description in the text field provided.

d. [Click] Continue to proceed with the print order or to return to the previous screen, [click] <<Back.
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3 Review /Reprint Gustom (OF) Jobs Modified Gustom Order Order Status

Enter a New Order

Choose one of our Order Forms to place a custom order:| I 10013 - Custom Order - Multi Part Order Form  ~|

Job Description (required):| | Test Print Order |
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YPPS Online Custom Order Process

2 | Custom Order Form Options & Job Questions

Yale

e. From the left-hand navigation pane, select the type of print order that best meets your printing request.

Example: To enter a copy
request with different print specifications, select Copies & Finishing Order 1 for the first print job and then choose

Copies & Finishing Order 2 for the second request; to add a poster to the same order, [click] Large Format / Poster 1 from the
left-hand navigation and enter your poster requirements; each item would appear in Your Cart.

In this guide, a print job will be created for a Large Format Poster.

o [Click] on Large Format / Poster 1 from the left hand navigation pane.

o Enter the number of posters needed in the Quantity Ordered text box.

e Select the Poster Size from the list of options provided or select Other — Indicate in Notes to create a poster using unique

dimensions.

o For this type of poster, Gloss is selected by default as the Paper Choice. Please keep the default or choose another option
from the drop-down list.

o Choose your desired Poster Finishing from the list.

e Select the Fastening Options you would like.

o Indicate how you would like to receive your Type of Proof for this print request.

e Add a descriptive message for the job in the Additional Notes field.

o Enter a descriptive File Name in the text box provided.

o Choose a Due Date for this print job by clicking on the calendar.
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Inventory Status

Involce Review

Coples & Finishing Order 1*
Coples & Finishing Ordar 2
Coples & Finishing Order 3
Maling & Shipping 1
Malling&Shipping 2

Large Format / Poster 1

Custom Order * Large Format / Poster 1

Choose one of our Order Forms 1o place a custom order:: 0013 - Custom Order - Multi Part Order Form To be saved as (=) Regular () Draft

Job Description (required): | Test

Large Format / Poster 2
Large Format / Poster 3
Advanced Printing Detalls
Addiional Notes

Submit fla(s) with this order
&

Large Format / Poster Order 1

Quantity Ordered | 2 Poster Size:[T8x24 =] Paper Cholce: Matte =]
Poster Finishing: [MountOnly =]  Fastening Options:[Double Sided Tape ~|  Type of Proof: [PDF proofviaemal  +|
Additional Notes:

Submitted Materials | | will attach files with order =l File Name: | Test Due Date: | 07/22/2013 E:j

Review Flles

Proceed to Check Out

Gancel Order
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Submit File(s)

f. To upload files with your print request, select Submit ile(s) with this order.

A new window will appear to browse from and choose a file to attach to this request.
Multiple files can be attached to a single request.

g After you browse to the desired file and enter a brief Description for it, [click] Submit.

Max file size for uploads is 100MB - for larger files please use Microsoft OneDrive. For further instructions, visit
http://ypps.yale.edu/transfer-files-ypps

h. If you would like to upload more than one file for this print request, [click] on Submit Other Files and repeat the steps above.

When you are done attaching files, [click] Close.

i. To Review or Delete files you have uploaded, select Review Files from the left-hand navigation.
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Custom Order

Large Format / Poster 1
Coples & Finishing Order 1
Coples & Finishing Order 2
Coples & Finishing Order 3
Malling & Shipping 1 Job Description (required): | Test
Malling&Shipping 2
Large Format / Poster 1
Large Format / Poster 2 Large Format / Poster Order 1
Large Format / Poster 3

Quantity Ordered 2 Poster Size:| 18x24 I | Paper Choice: Matte |
Advanced Printing Details
Additional Notes Poster Finishing: | Mount Only | Fastening Options:| Double Sided Tape ~|  Type of Proof: PDF proof via email |

Additional Notes:

Choose one of our Order Forms 1o place a custom order:: 0013 - Custom Order - Multi Part Order Form To be saved as (=) Regular () Draft

Submit fla(s) with this order
&

| File Name:  Test Due Date: | 07/22/2013 [7&]]

Review Flles
Browse.

Proceed to Check Out
Description

Gancel Order J

It may takb a few minutes for the proof to load depending on the size of the file.

Note: Ma file size for uploads is 100MB - for larger files please use Yale's
Secure Fle Transfer System

Your file has been uploaded.
[ close |

Complete Print Order Request

j

Select Proceed to Check Out from the left-hand navigation pane while continuing on with your print request or to cancel and start
over with a new order, choose Cancel Order to return to the welcome screen.
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Raview /Raprint Custom (OF) Jobs Modifled Order Stats Inventory Status

Custom Order Large Format / Poster 1
Caoples & Finishing Order 1*
Coples & Finishing Order 2

Choose one of our Order Forms 1o place a custom order:: 0013 - Custom Order - Multi Part Order Form To be saved as (=) Regular () Draft
Coples & Finishing Order 3

Malling & Shipping 1 Job Description (required): | Test

Malling&Shipping 2

Large Format / Poster 1

Large Format / Poster 2 Large Format / Poster Order 1

Lewgn Formet / Posior 3 Quantity Ordered | 2 Poster Size:[18x24 =] Paper Choice: Matte =]

Advanced Printing Details

Additional Notes Poster Finishing: | Mount Only | Fastening Options:| Double Sided Tape ~|  Type of Proof: PDF proof via email |

Additional Notes:

B Submitted Materials [ Twil attach files with order K| File Name: | Test Due Date: | 07/22/2013 [[7]]

Review Flles
Proceed to Check Out

Gancel Order
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2 | Delivery Information

k. Review the Ship To pre-populated address associated with your name.

YPPS Online Custom Order Process Yale

. If the address is incorrect, use the drop-down list to choose another address (the addresses displayed are associated with
your ORG) or [click] on Lookup for a full listing.
o Alternately, you can create a new address by clicking One-Time Entry and entering in the required delivery information.
I [Click] Continue to proceed with your print order or Cancel to return to the previous screen.

Yale Printing & Publishing Services
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Review /Reprin Custom (OF) Jobs Modlfisd

Custom Orger Order Status

3 | Order Information

Delivery Information

Ship Te;l 999 - One Time Address

B e ] owtmeem ]|

Jason England
344 Winchester Ave

New Haven CT

N

Atiention: Jason England
(203) 432 9515

Ermail: jason.england @yale.edu

m.  Confirm that your Contact Information is correct. If changes are required, please enter updated information into the appropriate boxes.

Yale Printin g & Publishing Services

If you would like to have another individual be involved with communications regarding this print order, please

[click] in the box next to Do you wish to enter an alternate contact for this job? Alternate contacts, associated with your
ORG, will be available from drop-down lists after you make this selection. Indicate for each alternate contact, whether the
individual is a Main Contact, Alternate Contact, or Proof Contact.

Seleat Aliemale Org

Reviaw /Reprint Custom (OF) Jobs Modified

sorted by Org name

Custom Order Order Stats

Powsred By avant

Contact Information

Name Jason England

Email jason.england@yale.edu

Address Line 1 344 Winchester Avenue

Address Line2  Ground Floor

city [NewHaven |
State CT  Connectiout =
Zip Code 06511

Telephone (2034328515 |

ﬁ # Do you wish o enter an altemate contact for this job?

Additional Information

Delivery Options: [~SELECT- [
Payment Options: [~SELECT- =
Pick Up Options:  [~SELECT- KN

FSC Stock (¥ o N) [=SELECT- =]

Additional Job Notes

Alternate Contact Information

Alternate Contact 1

Contact Type =l

Contact A-1462 - Mike Smith =
Contact Type Alternate Contact ~|

Alternate Contact 2

Contact [ aa34 - Assef Ashraf =~
Contact Type oot Contaet 1 =]

Alternate Coniact 3

Contact [ |

Please enter pick up details (including location) andfor additional job instructions below

Payment Options

WALKIN or Non-PTAEQ customers please check None and disregard the PTAEO below

Row |Project [Task

Award

- =)
% 10 Split on Job m¢

1033084 | 00
O Pay with PTAEQ

0001DB

537001 | | 100

O None (check here if paying by Cash, Check or Credit Card)

Proceed to Check Out
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Order Information continued

Select options from the Additional Information section as required.

n. Once you have reviewed the form for accuracy and confirmed that it is correct,

Enter optional Additional Job Notes.

YPPS Online Custom Order Process

Yale

In the Payment Options section, enter the PTAEO(s) being billed or choose None if you are a customer who is not using a

PTAEO to process payment.

Enter the Date Required in the available text box .
By default, the system will choose a date that is three days from your order date.

[click] Check Out to proceed with your print order or Cancel to return to the previous screen.

Yale prin ting & Publishing Services
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Cusiom Order

Order Status

Contact Information

Alternate Contact Information

Name Jason England
Email jason.england@yale.edu Alternate Contact 1
Contact A-1962 - Mike Smith =l
Address Line 1 344 Winchester Avenue
Contact Type Alternate Contact = |
Address Line2  Ground Floor
Giy Now Haven Alternate Contact 2
Contaet [[2a34 - Assef Ashral =1
State GT__ Connecticut =
Contact Type [Froot Cantact =]
Zip Code 06511
Telephone 203-432-9515 Alternate Contact 3
Contact I |
ﬁ @ Do you wish to enter an alternate contact for this job? Contact Type =l
Additional Information
Delivery Options: [Call When Ready =] *
Payment Opticns: [Cash Payment -] *
Pick Up Options:  [Ng. M
FSC Stock (Y or N) [~SELECT- ~]
Additional Job Notes
Please enter pick up details (including location) and/or additional job i below
Payment Options:
WALKIN or Non-PTAEO customers please check None and disregard the PTAEO below
Row |Project  |Task Award % to Spiit on Job )
(PP
1 | 1033084 | 00 0001DB 537001 [ 100
(® Pay with PTAEQ
| 222222 | 50

I 2 ‘ 2222222 ‘22222222 ‘ 222222 ‘

(O None (check here if paying by Cash, Gheck or Gredit Card)

e L W oo

G0 | Logged in: Jason England from walkin




Quick Guide

4 | Order Confirmation

YPPS Online Custom Order Process

o. A receipt for your order will display.

o Please review the information and save it for your records.

o To end your session please us the Logout button in the top left of the screen.

Yale Printin g & Publishing Services

Select Afternate Org

sorted by Org name

Review /Reprint Custom (OF) Jobs Modified Gusiom Order Order Stans

You Just created Job # TOoo0027

Your Order Confirmation is shown below - please print this page for your

records.

Customer Code walkin Title Test
Customer Name ADMPPS Walk-In Customer
Submitted By Jason England Job Number  TO000027
PO Number JE24 Date Submitted 07/16/2013
Phone 203-432-9515 Date Required  07/19/2013
Email jason.england@yale.edu Payment Type  1033084-00-0001DB-XXX((-537001
50%
Ship To Jason England 2002000-20200020-220220-XXXXXX-
Jason England 222222 50%
34 Winchester Avenue
New Haven, CT Delivery
Options: Call When Ready
Payment Cash P :
0 Files Uploaded Options: ash Paymen!
Custom Order Pick Up No
Powersd By avant Options:
Job Notes:

€0 | Loggedin: Jason England from walkin

Invartory Status Ivaice Review Logout

Yale
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